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1. Requesting Agency 2. Division or Bureau of Requesting Agency -

DEPARTMERT OF IENTAL HYGIEVE

_EASTIRO! SHORS STATE HOSPITAL

3. Authorization Requested (Check only one of the squares below).

A t
Dispose of present accumulation. No
additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

Establish retention schedule for re-

cords for which there is @ continuing
accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be
retained for the period of time indicated.

4 : . 5. Description of Records 6. Recommendation
. Describe records accurately. Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relate, inclusive dates, and quantity

and Board of Public
(cubic or linear feet). Show recommended retention period. Works.

L. | ACCOUNTING RFECORDS

W—rt .7"-"-“ ‘;ﬁ
Quantity: 21 letter eise drawers (31 cubie feet) plue 17 drawers 7

-./JZ:.‘_'—.“’{?. L) DT L,
and 140 cubic foet 4n storage. {Total 196 cubic fest),
Datest 1910 = =

File Arrangementt chronologlcal
Al Accunulationt b cubic feet

Disposable Amount: 170 cubie foet (csthsau)
A')iim by: State

- This itea Incliades all stendard accounting rocords wsed by State age | w75 477 i
Q' - |areissand also thm used only !n the hospital. Specifically, these| . g Y s
L aret . ] e R e
4 ;- l_;‘ :v "..:. o zt x> s\ ] 'k-.“v':‘:(‘ '."" ‘f’
ot "‘g, comtxvller of the Treasury " x U By
, ;';; & l ’ . 3 ;..‘ XN z ,oc\"'.\‘.‘h

S3ee Y porn o, e R iR o U

_-  Distribution of Charges ~ . e Rl oy
|i-1 & BF = Trenamittal o S
: - Certificato of Deposit end Bank Deposit Slip - A e %
A ismcr.y YR-2) lonthly !’.cporc 0: Stato F\mda Con.eebad REG B0 L ey
Distribation of Unerpended and abnmm Balances’ ' 5if 4 Yis G
hant)a,y St.at.emr& o- Balmcoa A i P ST S8 SR
m;nng m (Dtpt -t auaset . Pmurm) :
hquhithn Ea' Eupplin o
- Purchase Order : ¥ ' Yk '.
£ 4 ] A 4 S0 s T .; p ‘l‘(
gency, Division or Bureau Representative g Y ot 16 :
Signature v ~3 5 Title. - - . i Date X4
Schedule Authorized ot Indicated in Col. 6 by Hall of X Disposal Authorized as Indicated in Col..6 by Board of . -
Records Commisston h Public Works e TR g g i
-'. ';’:J - -"’;“ : d" ! T : ; :h’ > - :‘*n‘ L 3 r?‘ r\;‘;‘t.
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G (' Re " _r FOR RECORDS RETENTION sun ..E NO. b
Hall of Records (Continuation Sheet) - PAGE
Commission i NO.
4 5. Description of Records 6. Recommendation

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

of Hall of Records
and Board of Public
Works.

(AN

-

[éa

16

Out of Scheduls Bequisition for Supplies
9A & 404

8tores Roquisition
Copy of Contract Awerded
Capital Fund Requisition for Equipment

100/24 hotual Emergency and Repairs Report
27 A Copy of Contrect Awarded
CF 3 . Copy of Contract Awarded
Delivery Invoice

28 A Hotice of Avard of Contrach
&2 Cpodit Lemorandum
8 Raport of Partizl Dellvery

Budget Bureau {Departeent of Budget & Procurcment)
BE=) {Tov.) Formerly BEL ard BB2

Budget Scheduls Amendznent Sheet
BP Inv, RIOL Report of Fixed Assots {annual)
BP Inv, R102 Report of Materiels end Supplies {annmal)

BP Inv, 6  Haterials and Supplies Physieal Inventory {ammal)
BB-4Q Reguest for Position Action
Budget Forms
1 thru 11  Budget Bstimates Fiscel Yeer {13 pages including famm
stotenent)
PP 1 A Pouer Plant Utility Heport {monthly)
Parn Report {anmial)
Farrm Repord (manf.!ﬂ;yg
Food Repord {monthily
BP Liwv. 1  Gtores Record
BP Inve £  Equipment Escord
BP Inve 3 Fotor Vehicls Retord
Hemorardum of Adjustzant
Cthars
Yendor's Invelices
Bank Deposdt Slips
Bank Statements -
Bank Deposit Recelpts
Cancelled Checks
DL 10Y County Patient lMaintenanco Bills
DHP? Dcalgery ())rder and Rocalpd (Institntional Storeroca
edpt
DMH P 8 BEmployees Feeding Report
Eaalcoupoaﬁoolm(obsohteg NOYIT
Guest Ticket Book (obsoleto BOA b BEBL

Inventory liori Shests
Patlents Cash Recelpts
Ceeupational Therapy Cash Recedpt
General Fund Cesh Receipt
Rscreation Pund Reccipts
Leave Reguest

LY.L T 1955

Date

DBY

¢ WORES
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(p-1-62) ( RE  _r FOR RECORDS RETENTION SCR _.E No.
Holl of Records - (Continuation Sheet) - PAGE
Commission » NO. 8,
N 5. Description of Records 6. Recommendation
‘ em Describe records accurately. Include title, form number, size of documents, of Hall of Records
N work or activity to which the records relote inclusive dotes and quonhty ond Board of Public
0. (cubic or linear feet), Show recommended retention period. Works.
FC 8 8o'rd.ng Room Re rt (monthly) +
. Form Report (Inst&tuttonal ~ lonthly)
The above records are supportinb data to t.he permanent books of
account.
RECOM:SIDATIONS RETAIR FOR THRES YEARS OR UNTIL AUDITED, WHICHEVZR
’ I3 LATER, AND THXN DESTROY.
2. |EPLOYERS PIRSONNEL FOLDER

4

/T

3.

4.

Isz0 102

_Application for Employment
S50 166 Fhysicel and Medical Pxarmination
PO Faployoees address
W4 Fodaral form - statomont of exerptions for withholding
tax purposes
SEC 130 TRP requost (temporary m»poiamnt)
Uniform Tieketd
DM p-3 Uniforia Roceipt :
P 2 ‘ Separation Check liast
Sepoaration Remarks
Correspendense
FEWAHM! RETAIN PCR FIVE YEARS AFTAR SEPARATION FROM THE
HOSPITAL SERVICZ AMD THEN DESTROY.
BRIOY:ERT BECURD
Bizet 5" x 8¢
Quantityt less than % cublc foot
Datesi: 1919 - -

. phenges in classification, ealary and on roversae sfficiency ratings

uantitys 5 letter siza drawers (?&- cuble feet)
Dategt 1919 - - .

Plle Arrangemsntt alphebetical

Anngul Accumulationt less than % cuble foot
Disposeble Amounts 1} cuble feot (estinmzte)

A folder for each employes s maintained; contalns the following
3‘800.!‘(130

File Arrengements alphabetical
Card form prepared for each erployesj shows nane, classifieation end
hni any comserts,

TER_AUTHORIZA BOARD O SEILC WORRS
' Date . MEY 17 1355

x 8"

WJM%
MW
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(o182 " . ( RL; _f FOR RECORDS RETENTION SCH _.E No. 160
Hall of Rocords : (Continuation Sheet) PAGE
Commission NO
. )
‘ S. Description of Records 6. Recommendation ?
item Describe records accurately. Include title, form number, size of documents, of Hall of Records
No. work or activity to which the records relate, inclusive dates, and quantity and Board of Public
) (cubic or linear feet). Show recommended retention period. Works. j
Datezt July 1, 19638 « = j
File Arrangerent: alphabetical : &
futhorization of the State Commssicner of Personnol to enter em= )
ployeo on th): pgyroll, make any changes in classifieation or pay ot
rate, On tho roeverse is listed all pay deductions. L"“* roe
. g7
RECOIMMENDATIONS BETAIN POR THRES YEARS APTER SEPARATION FROM THE fr v

HOSPITAL SERVICE AND THEN DESTROY.
8. | CORRES PONIERCE

Quentity: 27 letter alze drawers {40 cublc feet) e corcte. G
Dates: 1919~ -

File Arrangensmb: alphabetical

Annusl Accwmlastiont £ drawers {3 cubio foet)
Disposabls Amountt 1% cuble feet {estinate)

This item includes sorrespondence in the following offices, Ascounte
ing, Business, Aduinistrative Assistent, Distitinmn, Porzonnel and
. Purchasing. It is concerned with the functions of the offices and

is with $ndividuals, Federal, State, County end Yunicipal agencies,
vendora, elo.

RECOI2ENDATION: RETAIR FOR THREZ YEARS AND THEN DESTROY,

6. | ACCORNTING RTCORDS FOR WHIGH DISFOSAL HAS BPEN FROVIDED BY A GENFRAL|Cwmisacst Kalf o7
REGORD S &L'ﬁ““?‘“ﬂ g

110 SCHEDULE

PAYROLL {Prior to July 1, 1953)., Tho agenocy copy of thia payroll
form 18 to bs retained for five years or wntll audited, whichever
is later, and then destroyed. (Gamal\&hednle Ho, G=1, Item 1-d,
approved by the Board of Public ¥Works, January 11, 195*1

PAYROLL JOURNAL - The agency copy is to be rotained ror thres years
or unti) amdited, vhichover is later, and then destroyed. {General

Schedule No. G—é% iten 1-d, spproved by the Board of Publie Yerks,

Janugry 11, 19543

PAYROLL EXCEPTIONS, Additicns and W The spency copy 18
to bo retained for three years or mtil aaxﬂ!.ted., whichever 12 later,
and then destroyed, (Genoral Schedule NHo, 2, Item 3-b, apmoved by
the Board of Public Works, Jammary 11, 1954,

PAY WAIRARTS « The agency cory 42 to be retained for thyes yaors or

until andited, shichever ig later, and then destroyod, (Oenersl
@  |scheduls Ko, 3, Iten 3, approved by the Board ef Public Works,
WM.ISM)C

RECEIVIEG WARRAKTS « Tho agency copy 48 to be retained for three
Jears or until audited, whichever {5 later, and then dagtroyed.
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"' roRM HRRM 1A R v ' - T scHebULE 160
droo eems)y e e ' RE  _F FOR RECORDS RETENTION -Sch ..E NO.  #ne
Hall of Records ' {Continuation Sheet) PAGE
Commission . . NO
-8,
5. Description of Records 6. Recommendation
Item - Describe records accurately. Include title, form number, size of documents,. of Hall of Records
No work or activity to which the records relate, inclusive dates, and quantity and Board of Public
) (cubic or linear feet) Show recommended retention period. Works.

(Ceneral Scheduls . Ho, 4, %3, appmvedbyt!wﬂomﬂof?ubm
Vorks, May 10, 1954), -

TRAISMITTAL FORM E-) or Bt {Comptroller of ths Treasury Form) -
to do retainod for thres years or until amxlited, whichover ip lat.er
and then destrayod. {General Scheduls No. 5, Iten 3, approved vy
the Board of Fublie hm’ E@' 10’ 19%).
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